APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF A TARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM-~1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

| ___FORAGENCYUSE | 1. Agency Address _ FOR RECORDS MANAGEMENT USE
Application Date Georgia Student Finance Commission Application Number
_99_ Georgia Higher Education A551stance - -

A’?’l' 2t'2n7N3:jmber ‘ Corporation lD_tFl__dzj( r\Jacl leted
pplicatio | 2082 E. Exchange Place, Suite 200 *‘; —22 1989 ate Complete
73-191 Tucker, GA 30084 | dut > | SEP 1.0 1986
2. Person to Contact Working Title Telephone Number
Ralph D. Roberts ku/ Adm1n1strat1ve D1v1510n Director 493-5430

— T o = ————— = = —_— - - e ——— . .

3. Action Requestad
a. [ Establish Retention Schedule: record will continue to accumulate.
_b. - O Dispose of present accumulation; no further accumulation anticipated.

¢. @ Amend Application No.._73=191 ___ __ Check One: [8 Change: 0O Supercede; [0 Void

| 4. Dates of Series 5. Records Series Title {followed by title used in office, if different)
1 Earliest Latest

FY 1970 |Continuous| Student Loan Default Accounting Reports File

6. Division and Office Function _ What is the function of the Division and the Office in which this record series is created?
The function of the Higher Education Assistance Corporation is to:

(1) Guarantee student educational loans made by eligible Tending institutions located
throughout the state of Georgia. This includes the receiving, evaluating and processing
of all student applications for loan guarantee. Approved applications are then pro-
cessed for gquarantee by the Corporation. e

(2) Represent or act as agent for all eligible lending institutions in Georgia for the pur-
pose of fulfilling requirements of Federal laws, rules, regulations or formulas per-
taining to the use of federal funds on guaranteed student loans. This included billing
the Federal Government for interest due on each student loan and the subsequent dis-
bursement to the proper lending institution; filing of all necessary documents, reports
and information with the U.S. Office of Education; and maintenance of all accounting
and other records for audit purposes and/or future reference.

17. Record Serie# Description This file contains the fdllowmg documents (mclude form numbers and titles, if any):

Attach samples of the file.
Documents relating to: Documents related to, recording  individual transactions to
GHEAC Defaulted Student Loan Accounts.

Included are: Included are the following: Transactions Edit and Balance Listing,
| Posting Journals, Trial Balances and Historical Transactions Reports

File is arranged: File is arranged by type of report, thereunder by date of report.
8. Monthly Reference Rate How often are records referred to which are: T o

One to six months old 12 _Sev_en to twelve rnonths'olc_i __12__; Thirteen to twenty-four months old _5___:
twenty-five monthsandolder _ 1 _ _ ? ' i

9. Annual Rate of Accumulation of Records .

Letter-size drawers 4. ____; Legal-size drawers — - _;Shelves ____. ___;Other {specify)

R
~ e . -

AR-50-71; Rev,76. S . "~ {Over? .
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Li w_ -l not,whereisit? ) ‘ .

b. Does the series contain conf:dential mformatlon requiring security handling? If yes, cite law or regulation,

X i c Ist thlsawtal record?

X d. Does this series have hlstoncal or Iong term research value? .

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
| 1 X | _ . documents be scheduled separately?

X f. Is the information contained in this series ever py IlshedZ if yes. anac go_py
' g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X | __Wyes,attachcopy. _
‘A . 1s there a duplication of this series in your offloe orin another office or agency?
| F X | M yes, where? . IR _
[ | X | i. Iszthisseries {ora ma;or portlon of ltLregular_lv_mgrgﬁlmeW
X j._ Does the record series result in a computer printout? ]
11. Retention Requirements The following requires the series to be kept:
a. State Law years, - --- d. Audit period . ——__Years.
b. Statute of limitation R .years, _ e. Administrative need Ca_ AMOS . —yoarn
¢. Federal law .5 _._..years, f. Federal retention instructions . years.

Attach copy or excert of laws or regulations, Explain administrative need.
Part 34, Chapter 6,
1((1) Federal Audit Purposes - SEE ATTACHED excerpt from Federal Register, / Section 682.408,that
requires student loan account records to be retained five years after loan is repaid or is
determined td be uncollectlble. '

12 Approved Disposition Instructmns Th1s agency recommends that the f|le series be cut off at the end of each:

O Calendar Year; K Fiscal Year; 01 Othet e e __..._then,

B Hold in the current files area __ﬁ_b_ﬁonfh(s) _____ \}eéf(§); tﬁen
[0 Transfer to loca! holding area; hold ... _____year(s); then
R Transfer to State Records Center: hold _.._@5 _ _—__year{s); then
& Destroy.
O Transfer to State Archives for permanent retentlon
O Other (Specify) S
These instructions apply to all prior and future accumulations of the series.

I-I'eadlt—)_:r;lee (Signature) | | Date _ | Records Management Officer (Signature) | Date

a I N Vit ___@/%zé{
AYTON, EXECUTIVE DIRECTOR RALPH D! ROBERTS, ADMIN. SERVICES DIV. DIRECTOR |
. o State Records Committee (Signature) Date

Recommendations in para

graph 12 are approved. State Auditor/Designee //)/%ﬁﬁ: - , 7 5 )‘/ /3 [’
(If disapproved, attach letter T . = - :
of explanation.) Secretary of State/Designee W ( /[MV"H’ ? / [‘i/ ?3
i | L —— 1
2 &

Attorney General/Designee
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